| Want to File a:

* Quarterly Contribution Return and Report of Wages (DE 9)
Quarterly Contribution Return and Report of Wages
(Continuation) (DE 9C)

Slide notes

The California Employment Development Department (EDD) developed this tutorial to assist you with
navigating through e-Services for Business. This tutorial will show you how to file a tax return and
wage report in e-Services for Business. We will begin at the e-Services for Business home page.
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Slide notes

This is the e-Services for Business home page. Here you will select the “Employment Tax” hyperlink
for the account for which you would like to file a return.
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123 ANY ST
SACRAMENTO CA 95814-0000

Attention Needed! [NEEEERCETCRN
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Show More Options
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Copyright © 2016 State of California

Slide notes

This is the Account home page. You can either select the "Return List" to file a tax return for a
specific period, or select “File or Adjust a Return” from the “I Want To...” menu.
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RETURN LIST
Received Date Due Date Return Status

02-May-2016  File Now Wage Report Cutstanding

02-May-2016  File No! Tax Return QOutstanding

Select “File Now”

javascript:; I »

Slide notes
Select "File Now" next to Tax Return.
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My Accounts » Account:XXX-XXXX-X» Tax Return Remote Assistance Log Out
Submit Cancel
31-Mar-2016 Tax Return for XXX-XXXX-X
Form Type: Quarterly Contribution Return and Report of Wages (DE 9)
Step 1: Selectan option
@) | Have Payroll to Reponl % No Payroll to Report
Required
Submit | Cancel
ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map
Copyright© 2016 State of California
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Slide notes
For this demonstration, we are going to select “I Have Payroll to Report.”
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Submit Cancel |

31-Mar-2016 Tax Return for XXX-XXXX-X

Form Type: Quarterly Contribution Return and Report of Wages (DE 9)

@ Step 1:  Selectan option

@ | Have Payroll to Report ) No Payroll to Report

Step 2: Enter Wage Information

Instructions

Total Subject Wages Paid this Quarter (Required
Required |

Unemployment insurance (Ul) Ul % Ul Wages Ul Contributions
Total employee wages up to $7000 per 620 X \?ecwred i = 0.00
employee per calendar year. s b
Employment Training Tax (ETT) ETT % ETT Wages ETT Contributions
Total employee wages up to $7000 per 000 X 000 = 0.00

er calendar year
State Disability Insurance (SDI) SDI % Splﬁ‘ly.ggﬁeﬁsi i §I;)I7(;9ntrrirbytri9pﬁﬁ
Total employee wages up to $106742 per 090 X F‘?EDA’MEU = 0.00

employee per calendar yesr.

Personal Income Tax (PIT) Withheld

Subtotal (Sum of U, ETT, SDI and PIT) 0.00
Less: Contributions and Withholdings Paid for the Quarter 0.00/
Does not include Penaslty & Interest payments —_——
Total Taxes Due or Overpaid 0.00
Submit | Cancel |
. »

Slide notes
Here are instructions to assist you with the form, if needed.
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Cancel |

Submit

31-Mar-2016 Tax Return for XXX-XXXX-X

Form Type: Quarterly Contribution Return and Report of Wages (DE 9)

@ Step 1:  Selectan option

(® | Have Payroll to Report ) No Payroll to Report

@ Step 2: Enter Wage Information

Instructions
Total Subject Wages Paid this Quarter [ 7.000.00
Unemployment insurance (Ul) Ul % Ul'wages Ul Contributions
Total employee wages up to $7000 per 620 X i 7'000_00i = 434,00
employee per calendar year, e
Employment Training Tax (ETT) ETT % ETT Wages ETT Contributions
Total employee wages up to $7000 per 000 X 7.00000 = 0.00

er calendar year

State Disability Insurance (SDI) SDI % §7E7)I7‘Jy.3ge75777_”7 §I;)I7(;9ntrrirbytrigpi -
Total employee wages up to $106742 per 090 X ‘ 7.00000 = 63.00

employee per calendar yesr.

Personal Income Tax (PIT) Withheld

Subtotal (Sum of U, ETT, SDI and PIT) 597.00
Less: Contributions and Withholdings Paid for the Quarter 597.00
Does not include Penalty & Interest payments. Y [ 7T
Total Taxes Due or Overpaid Select “Submit”
Submit | Cancel |
. »

Slide notes
When the information is completed, select "Submit."
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Are you sure you want to submit this request?

| Cancel

Slide notes
Are you sure you want to submit this request? Select "OK" to continue.
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My Profile
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/ﬂ\ e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online

My Accounts » Account:XXX-XXXX-X» Tax Return » Ci

Remote Assistance Log Out

Print Ok
Confirmation

Your Quarterly Contribution Return and Report of Wages (DE 9) for 31-Mar-2016 has been submitted for processing on and your confirmation number is X-XXX-XXX-XXX
This is only a filing request. It is your responsibility to review the account on the next business day to confirm that this transaction was successful.

Ifyou want to make a change, you may go to 'View Requests’ to withdraw your return request and submit a corrected return before 7:00 p.m. Pacific Time on 07-Apr-
2016.

“ »
Remember you must also file a Wage and Withholding Report for this period if you have not already done so. Select “OK

Print Ok

ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map

Copyright© 2016 State of California

Slide notes

Here is your confirmation number for the form you completed. You can print a copy for your records,
and then select "OK" to continue.
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My Profile

% State of California
‘cov Employment Development Department

/ﬂ\ e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online
My Accounts » Account: XXX-XXXX-X Remote Assistance Log Out
EMPLOYMENT TAXXXX-XXXX-X I WANT TO...
SMALL BUSINESS Make a Payment
123 ANY ST B =1 i L Fi j
SACRAMENTO CA 95814-0000 Select “File or Adjust a Fil Oruata e
Retu m ’ View My Payments
Update Account
Show More Options

L1661 REQUESTS ACTIVITY NOTICES? LETTERS® NAMES & ADDRESSES

Attention Needed! [NEEEERCETCRN

ATTENTION NEEDED
Period Return Status Balance Messages
31-Mar-2016  Multiple Returns Return List Pay 0.00 « File Return

ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map

Copyright © 2016 State of California

javascript:; »

Slide notes

Next we are going to file a Quarterly Contribution Return and Report of Wages (Continuation), DE 9C.
Select "File a Return or Adjust a Return” from the "I Want To..."menu.
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e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online
» Period List Remote Assistance Log
SELECT PERIOD
1-250f42 & 2
Period Return Status Balance
30-Jun-2016 Return List 0.00
31-Mar-2016  Multiple Returns Return List
31-Dec-2015  Multiple Returns Return List ﬁ Select “Return List”
30-Sep-2015  Multiple Returns Return List
30-Jun-2015  Multiple Returns Return List 0.00
31-Mar-2015  Multiple Returns Return List 0.00
31-Dec-2014  Multiple Returns Return List 0.00
30-Sep-2014  Multiple Returns Return List 0.00
30-Jun-2014  Multiple Returns Return List 0.00
31-Mar-2014  Multiple Returns Return List 0.00
31-Dec-2013  Multiple Returns Return List 0.00
30-Sep-2013  Multiple Returns Return List 0.00
30-Jun-2013  Multiple Returns Return List 0.00
31-Mar-2013  Multiple Returns Return List 0.00
31-Dec-2012  Multiple Returns Return List 0.00
30-Sep-2012  Multiple Returns Return List 0.00
30-Jun-2012  Multiple Returns Return List 0.00
31-Mar-2012  Multiple Returns Return List 0.00
31-Dec-2011  Multiple Returns Return List 0.00 =
javascript:; »
Slide notes

Select the “Return List” to file a wage report for a specific period.
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RETURN LIST
Received Date Due Date Return Status
02-May-2016  File Now

nding
g...

“ = ”
07-Apr2016  02-May2016 Viewrequest] Oclect “File Now

File Now

3 Rows

javascript:; »

Slide notes
Select "File Now" next to Wage Report.
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/ﬂ\ e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online
My Accounts » Account: XXX-XXXX-X » Wage Report Remote Assistance Log Out
Submit | Saveand Finish Later | Save and Continue | Cancel
31-Mar-2016 Wage Report for XXX-XXXX-X
Form Type: Quarterly Contribution Return and Report of Wages (Continuation) (DE 9C)
Step 1: Selectan option
f’ ) | Have Payroll to Report % No Payroll to Report
Required |
Submit Save and Finish Later | Save and Continue | Cancel
ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map
Copyright© 2016 State of California
4 »

Slide notes

Step 1. Select an option, either you have payroll to report or you do not have payroll to report. In this
example, we select "I Have Payroll to Report.”
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,_ Step 2:

e-Services FAQs e-Services Tutorials

XXX-XXXX-X » Wage Re

31-Mar-2016 Wage Report for XXX-XXXX-X

@ step1: selectan option

(@) 1 Have Payroll to Report

Enter Wage E
1] Select “Enter Wages

Complete ‘Wage

Number of Employees

Employees fulk-time and part-time who worked during or received
pay subject to Ul for the payroll period which includes the 12th of
the month.

1t Month

2nd Month 3rd Month

0| o| 0

Contact Payroll Taxes Employer Services Online

Remote Assistance Log

Submit ‘Save and Finish Later | ~Save and Continue | Cancel

Form Type: Quarterly Contribution Return and Report of Wages (Continuation) (DE 9C)

No Payroll to Report

Wage Detail Totals

Total Subject Wages $0.00
Total PIT Wages $0.00
Total PIT Withheld $0.00
Wage Item Count 0

| Voluntary DI Wages

Submit Save and Finish Later | Save and Continue | Cancel

5P
[]]

Slide notes

Step 2. Select "Enter Wages."
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Instructions

You may report multiple Wage Plan Codes on the same return if your account is subject to both Unemployment Insurance and
Disability Insurance.

WAGE DETAIL

1-10f1 Show Errors

SSN First Name M. LastName Subject Wages PIT Wages PIT Withheld Wage Plan Code
@

Slide notes

Here are instructions again if you need assistance. Complete wage information for each employee.
Select "OK" to continue.
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/ﬂ\ e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online

My Accounts » Account: XXX-XXXX-X » Wage Report Remote Assistance Log Out

Submit Save and Finish Later | Save and Continue Cancel

31-Mar-2016 Wage Report for XXX-XXXX-X
Select “Submit

Form Type: Quarterly Contribution Return and Report of Wages (Continuation) (DE 9C)

@ Step 1: Selectan option

@ |Have Payroll to Report No Payroll to Report
@ Step 2: Edit\Wages or ImportFile (CSV Instructions) Clear All Wages
Number of Employees Wage Detail Totals
Employees full-time and part-time who worked during or received Total Subject Wages $7,000.00
pay subject to Ul for the payroll period which includes the 12th of
the month. Total PIT Wages $7,000.00
Total PIT Withheld $100.00
istMonth 2nd Month 3rd Month
oA g 4] Wage Item Count 1

| Voluntary DI Wages

Submit Save and Finish Later | Save and Continue | Cancel | v
4 »

Slide notes

The "Wage Detail Totals" are populated from the wage report that we just entered. Enter the number
of employees that worked each month of the quarter. Select "Submit" to send this request.
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Are you sure you want to submit this rg Select “OK”

Cancel |

Slide notes
Are you sure you want to submit this request? Select "OK."
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/ﬂ\ e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online
My Accounts » Account: XXX-XXXX-X » Wage Report » Co i Remote Assistance Log Out
Print | Ok
Confirmation
Your Quarterly Contribution Return and Report of Wages (Continuation) (DE 9C) for 31-Mar-2016 has been submitted for processing on 07-Apr-2016 and your
confirmation number is X-XXX-XXX-XXX
This is only a filing request. It is your responsibility to review the account on the next business day to confirm that this transaction was successful.
If you want to make a change, you may go to ‘'View Requests' to withdraw your return request and submit a ific Time on 07-Apr-
2016.
Select “OK”
Lagin1y %
ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map
Copyright ©® 2016 State of California
4 »
Slide notes

Here is your confirmation number for the form you completed. You can print a copy for your records,
and then select "OK" to continue.
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My Profile
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e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online

My Accounts » Account: XXX-XXXX-X Remote Assistance Log

I WANT TO...
SMALL BUSINESS Make a Payment
123 ANY ST ’ 3
SACRAMENTO CA 95814-0000 File or Adjust a Return

LZ:6L REQUESTS ACTIVITY NOTICES? LETTERS® NAMES & ADDRESSES

Attention Needed! [NEEEERCETCRN

View My Payments

« » Update Account
Select RequeSts Show More Options

ATTENTION NEEDED
Period Return Status Balance Messages
31-Mar-2016  Multiple Returns Return List Pay 0.00 « File Return
ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map
Copyright © 2016 State of California
javascript:; »
Slide notes

Select "Requests."”
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State of California
‘cov Employment Development Department

/ﬂ\ e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online

My Accounts » Account: XXO-XXXX-X Remote Assistance Log Out

EMPLOYMENT TAX XXX-XXXX-X | WANT TO...

SMALL BUSINESS Make a Payment

123 ANY ST ’ g

SACRAMENTO CA 95814-0000 Fu.le or Adjust a Return
View My Payments
Update Account
Show More Options

PERIODS [IZPUI338Y ACTIVITY NOTICES LETTERS® NAMES & ADDRESSES

Submitted to Be Processed® [IESERTETA]

SUBMITTED TO BE PROCESSED
Confirmation#  Submitted Period Title Status Logon
X-XXX-XXX-XXX 07-Apr-2016  31-Mar-2016  Wage Report Pending...

X-XXX-XXX-XXX 07-Apr-2016  31-Mar-2016  Tax Return Pending...

ContactEDD | ConditionsofUse | Privacy Policy | Accessibility | Site Map

Slide notes

Here we can see that the tax return and wage report are now pending.
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Other Resources
www.edd.ca.gov

Taxpayer Assistance Center
1-888-745-3886

Slide notes

Thank you for taking the time to watch this tutorial on how to file and adjust a tax return and wage
report on e-Services for Business. Be sure to view our other tutorials demonstrating how to make a
payment, get your Ul Rate, and the many other actions available in e-Services for Business. Other
resources are available at www.edd.ca.gov or by calling the Taxpayer Assistance Center at 1-888-
745-3886.

Page 21 of 21



